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Understanding PAVE User 
and Business Profiles, 
Application and Account 
Queues and User Roles



•

•

Who Can Use PAVE?
PAVE is for providers who want to
enroll in Medi-Cal Fee-for-Service
For already enrolled Fee-for-Service
providers who need to update their
enrollment

• For enrolled Fee-for-Service providers
who have received a continued
enrollment notice from Provider
Enrollment Division
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PAVE Provider Types
• Ambulatory Surgical Clinics 

(physician owned)
• Audiologists
• Blood Banks
• Certified Acupuncturists
• Certified Nurse Anesthetists
• Certified Nurse Midwives
• Certified Nurse Practitioners
• Chiropractors
• Clinical Laboratories
• Dispensing Opticians
• Drug Medi-Cal Clinics
• Durable Medical Equipment
• Exempt from Licensure Clinics
• Hearing Aid Dispensers
• Licensed Clinical Social Workers
• Licensed Marriage and Family 

Therapists
• Licensed Midwives 

• Licensed Substance Use Disorder
• Medical Transportation
• Nurse Practitioners
• Occupational Therapists
• Ocularists
• Optometrists
• Orthotist
• Pharmacies
• Physical Therapists
• Physician Assistants
• Physicians / Surgeons
• Podiatrists
• Portable Imaging Providers
• Prosthetist
• Psychologists
• Respiratory Care Practitioners
• Speech- Language Pathologists
• Substance Use Disorder Medical 

Directors
• Tribal Health Services 2/11/2019 3
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Accessing PAVE
https://pave.dhcs.ca.gov



•
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PAVE Sign Up Process
To begin the sign up process click on “sign
up.” This starts the process of creating the
user profile.
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PAVE Sign Up Process
Complete the required information and 
click “next”
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Sandy

Lee

555-555-5555

Sandy@webmail.com

Sandy@webmail.com

xxxxxxxxxx

xxxxxxxxxx



•
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PAVE Sign Up Process
Complete the password recovery 
questions and click “sign up”



•
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PAVE Sign Up Process
PAVE will provide a “sign up success” pop-
up once the initial set up is completed
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PAVE Sign Up Process
Sign up verification is required prior to 
logging into PAVE
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Sandy@webmail.com



•

2/11/2019 10

PAVE Sign Up Process
Log into your email account to complete the 
verification process by clicking “PAVE Portal 
Activation”

Dear Sandy,

Sandy@webmail.com
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PAVE Sign Up Process
Enter your password and click “submit”
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Sandy@webmail.com



•
–

PAVE Business Profiles
What is a business profile in PAVE?

A business profile is used to manage the applicant’s 
applications, accounts, and users

– A business profile can be shared among several 
different users

– A business profile is set at the Tax ID or Social 
Security Number level not by NPI

• An organization who has multiple NPIs for different locations, 
but has the same TIN would have only one business profile

• A biller or credentialer who is managing multiple provider 
accounts would have one user login, but multiple business 
profiles, one for each client
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PAVE Sign Up Process
Enter the NPI and click “verify NPI / 
Provider ID”

1999999990



•
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PAVE Sign Up Process

1999999990

1999999990

To join an existing profile, request to join as a 
guest



•
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PAVE Sign Up Process
Enter your business profile name and click 
“create my business profile”

1999999990

My Business ABC 
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PAVE Sign Up Process
You now have access to create applications, update 
accounts, manage roles and business profiles, view 
tutorials and message PED
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–

PAVE User Profiles
What is a user profile in PAVE?

A user profile is created during the sign up process 
and is each individual’s unique login information 
including username and password that is used to 
access PAVE.

• How can you determine which user is logged into 
PAVE?
– After signing up, PAVE will display the user who is 

logged in at the top right hand corner of the PAVE 
menu bar
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User Profile versus 
Business Profile 

USER PROFILE
User Name: Janet Johnson
User Login: janet@yamail.com
User Password: xxxxxxxxxx

BUSINESS PROFILE
Janet is the office manager at My 
Business ABC Inc. The 
organization has multiple 
locations. Janet manages the 
organization’s enrollment 
accounts under one business 
profile.
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User Profile versus 
Business Profile 

USER PROFILE
User Name: Bill Smith
User Login: bill@web.com
User Password: xxxxxxxxxx

BUSINESS PROFILE
Bill is a credentialer and has 
multiple clients. Bill set up each 
client under a different  business 
profile. A business profile is 
similar to a filing cabinet. 



•

–

PAVE Business Profiles
How can you determine which business profile you 
are accessing?

The business profile is displayed next to the user 
profile at the top right hand corner of the menu bar

• Adding new business profiles:
– Users can add or change to a different business 

profile by clicking the down arrow button.
– To add a new business profile click on “create  

business profile” and follow the earlier instructions
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Adding more business profiles
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Adding more business profiles
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1888888889



Adding more business profiles
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1888888889

ABC Medical Inc



Adding more business profiles
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User Roles

Guest Role:
• Manage his/her own 

email messages in PAVE
• Can only view and 

manage shared 
applications

Staff Role:
• View all applications in 

the business profile
• View all accounts in the 

business profile
• Can invite a different user 

to become a business 
profile guest 
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User Roles

User Role:
• Make changes to his/her 

own applications
• Make changes to his/her 

own accounts
• Submit his/her own 

applications
• Manage shared 

applications
• Manage his/her own email 

messages in PAVE

Supervisor Role:
• View all applications in the 

business profile
• View and make changes to 

all accounts in the business 
profile

• Be able to view the 
messages in the business 
profile

• Can invite a different user to 
become a business profile 
guest 
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User Roles

Authorized Signer Role:
• View all applications in the 

business profile
• View all accounts in the 

business profile
• Able to e-sign the application 

(must be an authorized signer)
• View sensitive documents that 

are part of the business profile
• Manage his/her own email 

messages in PAVE

Manager Role:
• View all applications in the 

business profile
• Submit new applications
• View and make changes to all 

accounts in the business profile
• Able to e-sign the application 

(must be an authorized signer)
• View sensitive documents that are 

part of the business profile
• Be able to view the messages in 

the business profile
• Can invite a different user to 

become a business profile guest 
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User Roles

Administrator Role:
• View all applications in the • Be able to view the messages 

business profile in the business profile
• Submit new applications • Manage the Business Profile
• View and make changes to all • Manage the Document Library

accounts in the business • Can invite a different user to 
profile become a business profile 

• Able to e-sign the application guest
(must be an authorized signer) • Can manage all user privileges

• View sensitive documents that • Can change the application’s 
are part of the business profile owner
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User Roles
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User Roles
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•

•

Application Queue
A business profile is similar to a drawer
of a filing cabinet. Within each business
profile (drawer) is the enrollment
applications and accounts for an
entity or provider.
The PAVE Application queue allows the user to:
– Start new applications
– View the status of current applications

• In Progress, Submitted, Returned to Provider,
Approved, Denied, Withdrawn Approved
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Application Queue

1888888889
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Accounts Queue

• The PAVE Account queue allows users
to:
– View the status of approved enrollment

accounts
– Make certain updates to their enrollment

records
– Groups and rendering providers can

remove affiliations (disaffiliate)
– Disenroll from Medi-Cal Fee-for-Service



Account Queue
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Account Queue
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PAVE ON!
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